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EXHIBIT A 

NSP Single-Family and Multi-Family Rental Program Manual: 

Lake County Housing Services Division  

 

I. Purpose 

The purpose of this Manual is to govern the implementation of single-family and multi-family 
acquisition, rehabilitation and home rental programs being carried out under NSP Agreements 
with Lake County Housing Division Services.  The Manual includes policies and procedures to be 
followed regarding eligible uses of NSP funds, property acquisitions, 
rehabilitation/construction, intakes/applications, counseling, rental, recapture-resale control 
mechanisms, and record keeping/retention.  

 

II. Definitions 

Applicant:   A person or persons who have applied to Non-Profit for approval of an NSP 
home purchase and Homeowner Financial Assistance.   

 

Grantee:  Lake County, a political subdivision of the State of Florida. 

 

Non-Profit:  An NSP Non-Profit subject to an NSP Agreement funded by an NSP project. 

 

NSP:  The Department of Housing and Urban Development (HUD)’s Neighborhood Stabilization 
Program, established  by the Housing and Economic Recovery Act of 2008 to stabilize 
neighborhoods whose viability has been and continues to be damaged by the economic effects 
of properties that have been foreclosed upon and abandoned. For more information, see the 
NSP website: 

http://hud.gov/offices/cpd/communitydevelopment/programs/neighborhoodspg/ 

All references to NSP shall mean NSP3 funds. 

 

NSP Agreement: An agreement entered into by Grantee and Non-Profit for the purpose of 
funding and carrying out NSP-eligible activities on one or more NSP-eligible properties. 

 

NSP Renter: The renter of an NSP-assisted housing unit.  

 

http://hud.gov/offices/cpd/communitydevelopment/programs/neighborhoodspg/
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NSP Property: A residential property that is rehabilitated, newly constructed or reconstructed 
pursuant to Developer’s agreement with Grantee.  

 

NSP Rental Unit:  A dwelling unit in a one- to four-family property that will be occupied by an 
NSP Renter.   

 

NSP Multifamily Rental Unit:  A dwelling unit in a property that exceeds four units in one 
contiguous space and will be occupied by an NSP Renter.   

 

NSP Program Budget: The budget showing actual costs and funding for Non-Profit’s entire NSP 
program in the aggregate.   

 

Project Funding: Any and all governmental and private funds, including Non-Profit’s cash, used 
to pay for the costs to carry out the redevelopment of a single NSP-assisted property.   

 

Project Budget: A budget for all acquisition, rehab/construction and soft costs for a particular 
home that Non-Profit must submit to Grantee prior to committing to purchase any property for 
use in the NSP program.  

 

III. Key Terms of NSP Financing 

Non-Profit’’s expenditures for program delivery will be limited as follows:   

A. Maximum NSP Expenditure Per Dwelling Unit  
 

Non-Profit’s expenditures for program delivery will be limited as follows, unless changes 
to the limits are agreed to in writing by the Grantee and Non-Profit for a particular 
property:   
 

1.  Minimum number of homes to be acquired, developed and rented:   two 
(2) single family homes and (1) one multi-family complex not to exceed twelve 
(12) apartment units total, hereinafter referred to as “homes.” 
 
2.  Eligible properties: Non-Profit will acquire, and carry out the permitted 
activities on only those properties that are located in the designated NSP3 Target 
Areas. Properties acquired must be abandoned or foreclosed upon, vacant lots, 
or vacant residential structures, as defined in this Program Manual. Residential 
structures will be rehabilitated unless the structure is economically infeasible to 
rehabilitate.  
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3.  Number of homes to be developed for households with incomes at or 
below fifty percent (50%) of area median family income (MFI), to meet Grantee’s 
twenty-five (25%) set-aside requirement: All homes and multi-family units shall 
be developed for households with incomes at or below fifty percent (50%) of 
MFI. 
 
4.  Prior approval of acquisitions by Grantee: Non-Profit may not execute a 
purchase agreement for a property to be acquired and developed without first 
obtaining written approval by Grantee. To request this approval, Non-Profit will 
provide Grantee with a property description, proof of abandoned, foreclosed, or 
vacant status as applicable, preliminary plans and specifications for rehabilitation 
or construction work, a preliminary development cost, an estimate of sales price, 
and an estimate of net sales proceeds including line item estimates of sales and 
marketing costs, closing costs and financing to be provided to the buyer. The 
preliminary cost estimate will be provided in a form similar to the development 
cost estimates shown in this Program Manual. Grantee will base its approval 
upon an assessment of NSP3 compliance, financial feasibility, conformity to 
expenditure limits described herein, and the potential marketability of the 
property. In addition, properties must be located in the Target Areas as 
described herein.  
 
5.  Approval and funding of demolition costs: Primary structures on acquired 
properties may not be demolished unless prior written approval is given by the 
Grantee.   If Grantee does not give written approval of demolition, Non-Profit 
must fund the cost of demolition (if any) from the Non-Profit’s own resources.    
 
 
6.  A.  Maximum NSP3 expenditure per single family dwelling unit:  
 

(i) Acquisition Costs:  Non-Profit may spend no more than $80,000 to 
acquire any home under the NSP3 Program, unless Grantee gives written 
approval for an additional amount in accordance with the Program 
Manual. The purchase price shall be at least a one percent (1%) discount 
of the listed or market value.  Of the total purchase price of any home, 
Grantee shall reimburse Non-Profit fifty percent (50%) of the acquisition 
cost not to exceed $40,000.  Non-Profit shall use its own resources to 
fund the remaining portion of the purchase price. 
 
(ii) Rehabilitation Costs:  After acquisition, Non-Profit may spend no 
more than $20,000 to rehabilitate any home, unless Grantee gives 
written approval for an additional amount in accordance with the 
Program Manual.  Of the total rehabilitation cost (Rehab Cost) for any 
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home, Grantee shall reimburse Non-Profit fifty percent (50%) of the 
Rehab Cost not to exceed $10,000.  Non-Profit shall use its own resources 
to fund the remaining portion of the Rehab Costs.   All Rehab Costs shall 
be pre-approved in writing by the Grantee, including change orders. 
 
(iii) Soft Costs: Grantee shall reimburse Non-Profit for the actual 
soft costs incurred during the acquisition and rehabilitation phases of 
each home not to exceed $2,500 per home.  Soft costs are defined as 
appraisals, surveys, title opinions, and environmental assessments. 

 
(vi). Total Grantee Investment: The total Grantee investment will not 
exceed $52,500 per single family dwelling unit.  The total investment 
shall include the Grantee’s portion of the acquisition, rehabilitation, and 
soft costs. 

 
 
B.  Maximum NSP3 expenditure per multifamily project: 

 
(i) Acquisition Costs:  Non-Profit may spend no more than $100,000 
to acquire any multifamily project under the NSP3 Program, unless 
Grantee gives written approval for an additional amount in accordance 
with the Program Manual. The purchase price shall be at least a one 
percent (1%) discount of the listed or market value.  Of the total purchase 
price of the multifamily project, Grantee shall reimburse Non-Profit fifty 
percent (50%) of the acquisition cost not to exceed $50,000.  Non-Profit 
shall use its own resources to fund the remaining portion of the purchase 
price. 
 
(ii) Rehabilitation Costs:  After acquisition, Non-Profit may spend no 
more than $400,000 to rehabilitate the multifamily project, unless 
Grantee gives written approval for an additional amount in accordance 
with the Program Manual.  Of the total rehabilitation cost (Rehab Cost) 
for the multifamily project, Grantee shall reimburse Non-Profit fifty 
percent (50%) of the Rehab Cost not to exceed $200,000.  Non-Profit 
shall use its own resources to fund the remaining portion of the Rehab 
Costs.   All Rehab Costs shall be pre-approved in writing by the Grantee, 
including change orders. 
 
(iii) Soft Costs: Grantee shall reimburse Non-Profit for the actual 
soft costs incurred during the acquisition and rehabilitation phases of 
each multifamily project not to exceed $5,000.  Soft costs are defined as 
appraisals, surveys, title opinions, and environmental assessments. 
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(vi). Total Grantee Investment: The total Grantee investment will not 
exceed $255,000 per the multifamily project.  The total investment shall 
include the Grantee’s portion of the acquisition, rehabilitation, and soft 
costs 

 
7.  Other limits on expenditures: Other acquisition, rehabilitation/ 
construction and soft costs are not subject to per-home cost limits, but must be 
reasonable and ordinary costs of development and, in the aggregate, must 
conform to the per-home cost limits and average costs described elsewhere 
herein.  No NSP3 funds may be spent for purchases of equipment or furnishings.    
 
8. Accounting for expenditures:  Non-Profit will account for total NSP3 
expenditures and rents per home by means of assigning an accounting code for 
NSP3-funded or reimbursed expenses for each property.   
 
9.  Maximum/minimum rental: During the affordability period, Non-Profit 
must ensure that the rents they charge for their NSP-assisted rental units do not 
exceed the applicable HOME rent limits for Very Low Income. HUD updates and 
publishes HOME rent limits each year. Lake County will provide the updated rent 
limits to the Non-Profit annually. Rental limits is included in Appendix 1, 
attached hereto and incorporated herein by reference. 
 
10. Repayment of net proceeds of sale to Grantee:  Lake County will ensure 
long term affordability through the use of a Deed Restricted Covenant which will 
be recorded against the property. If an owner, who has been assisted through 
this program, transfers title to the property before the affordability period 
expires, the assistance provided by the County will be subject to recapture. The 
County will annually monitor rental developments that are assisted with NSP 
funds during the affordability period to ensure that the specified units are 
affordable and that the property(s) continue to meet minimum housing quality 
standards. Rental units created or developed through the use of NSP funds will 
have a minimum 15 year affordability period.  
 

 
B. Income Eligibility Requirements 
In accordance with section 2301(f)(3)(A) of the Housing and Economic Recovery Act of 
2008 (HERA), Public Law 110-329, the Developer will use all NSP funds to assist 
individuals and families whose incomes do not exceed 120 percent of area family 
median income. The Grantee is responsible for ensuring that twenty-five percent (25%) 
of the total grant is used for the purchase and redevelopment of abandoned or 
foreclosed upon homes or residential properties to house individuals and families 
whose incomes do not exceed fifty percent (50%) of area family median income, as 
required by HERA.  The Non-Profit will use 100% NSP funding for individuals and families 
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at or below fifty percent (50%) of area median family income if required by provisions of 
the Non-Profit Agreement.    

 
C. Allowed Amounts of Rents for NSP Rental Units  
Maximum rental amounts will be readjusted annually by the Grantee based on the 
income limits prevailing for the location of the rental housing, which are published by 
HUD for the maximum HOME rental assistance program on HUD’s website. Developer 
will adjust the maximum rental amount within thirty (30) days of publication of new 
income limits and apply the maximum amount to all new leases executed after that 
time.  To determine the affordable rental amount, Non-Profit will follow these 
procedures: 

 
1.  For each home, a household size will be assumed based on the numbers of 
bedrooms in the home, as follows:  studio, one person; 1-bedroom, one person, 
2-bedroom, two persons; 3-bedroom, three persons; 4-bedroom, four persons.    
 
2. Non-Profit will identify the income limit for the appropriate household size 
and maximum allowed percentage of area median family income from the HUD 
income limits.   
    
3.   The resulting income amount will be multiplied by thirty percent g(30%) to 
represent an affordable housing payment.  
 
4. Using a schedule of utility allowances from the local housing authority or 
equivalent document, the estimated amounts of the tenant-paid utilities will be 
deducted from the affordable housing payment amount.  The result will be the 
maximum allowed cash rent. The Non-Profit will comply with the criteria for 
rental contained within Appendix 1-A.  

 

D. Initial Applicant Eligibility  

• Completed application in the project file  
• Initially, 100% of households at or below 50% MFI 
• Income determined using Lake County’s allowable definition, verified by source 

documents at   tenants’ initial occupancy  
• Source documentation (wage statements, interest statements) in the project file  
• Completed calculation of household income  
• Determination of eligibility (based on current HOME income limits)  
 

E. Continued Tenant Income Eligibility  

• 100% of households at or below 80% area median income MFI 
• Tenant files documenting annual income certification  
• Every year, source documentation (wage statements, interest statements) in the    
project file  
• Completed calculation of household income  
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• Determination of eligibility (based on current HOME income limits)  
 

F. Rents Records 
• Rents: 30% of tenant income, or 30% of income of a household at or below 50% MFI 
• Rent and occupancy reports, documenting rent per unit  
• Documentation of utility allowances used to determine rents  
• Completed calculation of rent determination  
• Tenant leases documenting actual rents charged  
• Annual Rent Roll  
 

G. Fair Housing and Affirmative Marketing  

• Follow Lake County’s Analysis of Impediments affirmative marketing procedures  
• Nondiscrimination in all rental activities  
• Documentation showing all advertising and outreach activities  
Tenant Protections  
• Leases for at least one year; PJ approval required for shorter lease  
• Fair and equitable tenant selection policy  
• Written notification to rejected applicants  
• Tenant selection policy  
• All prospective tenant applications and correspondence  
• Tenant files, including tenant leases  
• Documentation of PJ approval for any leases less than one year  
 

H. Property Standards  
 

• Continued compliance with applicable codes and standards:  

 Acquisition: state/local codes  

 Rehabilitation: state/local codes or national mod  
• Documentation of work on property, work orders, capital improvements 

 

 

I. Program Income  
NSP project funding will be as 0%-interest loans with 100% of NSP invested funds 
required for repayment if sale or transfer of the property by the Non-Profit. The Non-
Profit will use sixty five (65%) of the rental income for operating costs.   Non-Profit will 
keep thirty five (35%) of the gross rents as a property management fee, either to be 
drawn by the Non-Profit directly if the Non-Profit is the property manager, or paid to a 
third-party manager.  
  

 

IV. Property Acquisition 

A. Eligible Properties 

Eligible properties must meet the following criteria: 
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1. Must be located in an NSP Target Area(s) indicated in the NSP 
Agreement.   

 
2. Must have no substantial adverse environmental factors as determined 
by an environmental review. See Section F below.  
  
3. Must have only one dwelling unit on site for single-family or no more 
than twelve (12) units for multifamily unless Grantee’s advance approval in 
writing. The Non-Profit may propose to acquire up to three (3) four-unit 
apartments under the multi-family category.   
 
4. Must otherwise be suitable locations for marketing and rental of homes 
to income-qualified tenants. Positive factors to be considered are community 
involvement, supportive services, and lack of adverse environmental factors as 
determined by an environmental review.   
 
5. Must be unoccupied and have no personal possessions on site. If Non-
Profit discovers that a property is occupied or has personal possessions on site, 
Non-Profit must immediately abandon the investigation and inform the seller 
that the property will not be considered for purchase.   
 
6. Must be in one (1) or more of the following NSP property categories and 
only as indicated in the NSP Agreement. For example, Non-Profit may not 
acquire a blighted property unless the Agreement allows acquisitions in that 
category; 

 
a) Foreclosed:  Under state or local law, foreclosure proceedings have been 
initiated or completed; or foreclosure proceedings have been completed and 
title has been transferred to an intermediary aggregator or servicer that is not an 
NSP grantee, sub recipient, Non-Profit, or end user; or a tax deed application has 
been filed and/or completed with a tax deed being issued to a third party. 
 
b) Abandoned:  A home is abandoned when no mortgage or tax payments have 
been made by the property owner of record for at least ninety (90) days, or a 
code enforcement inspection has determined that the property is not habitable 
and the owner has taken no corrective actions within ninety (90) days of 
notification of the deficiencies 
 
c)  Vacant:  The NSP program does not define the term vacant, but this manual 
defines a vacant property as one that has been unoccupied for at least ninety 
(90) days and has no bona fide tenant with rights of occupancy.    
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7.  Must be acquired with a valid deed free and clear of all encumbrances. 
Purchases with any other form of deed or with any lien, deed restriction, land 
lease or other encumbrance must be approved in writing by Grantee prior to 
Non-Profit making an offer.   
 

 

 

 

B. Property Investigations  
Non-Profit is responsible for property investigations and will recoup the costs of 
investigations through a Non-Profit’s Soft Cost fee as indicated in the NSP Agreement. 
All fees must meet a national objective to be eligible NSP covered expenses. Non-Profit 
will identify potential properties for acquisition by researching public records, obtaining 
proprietary data about recent and pending foreclosures, contracting with real estate 
brokers and/or other effective methods. Prior to making an offer, Non-Profit will 
complete the following tasks: 
 

1. Inspect the site conditions and structures and complete a preliminary 
rehab/construction cost estimate in format that is acceptable to the Grantee. 

 
2. Complete a Project Budget that includes all proposed NSP-funded 
expenses for acquisition, site work, rehab/construction, holding costs, closing 
costs, Non-Profit fee, and other soft costs. 

 
3. Obtain a fully compliant Uniform Residential Appraisal if the property is 
foreclosed upon and Non-Profit plans to execute a sales agreement on the 
property within sixty (60) days; however if the sale is not completed, Non-Profit 
may not be reimbursed with NSP funds. 
 
4. Verify and document in a property file that the property is vacant and has 
no personal possessions onsite. Documentation should include a signed and 
dated inspection report, digital and printed photos, and notes from interviews 
with neighbors (if available) indicating the approximate last date of occupancy.  
If information from neighbors is not available, documentation should include 
data from a utility company or the Post Office indicating the date of terminating 
service. The seller must complete a form stating that the property meets all 
requirements of the Federal Uniform Relocation Act.  See Section V regarding 
relocation requirements and protections for tenants in occupied properties; 

 
5. Comply with Federal Recovery Act protections for bona-fide tenants of 
residential properties foreclosed upon on or after February 17, 2009.  These 
requirements directly affect initial successors in interest (ISII) who take title to 
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the property through foreclosure (including lenders and others who purchase 
property at foreclosure sales).  If Non-Profit or Grantee knows that the ISII did 
not comply with the NSP tenant protections and vacated the property contrary 
to Recovery Act requirements, then the transaction shall be abandoned or an 
alternative source of funds shall be used.  NSP funds cannot be used for such 
properties. 

 

C. Grantee Approval of Property Acquisitions  
Non-Profit will follow these procedures in order to obtain Grantee’s approval prior to 
acquiring properties for this program.   Non-Profit shall transmit electronically a 
property information package to Grantee that consist of a completed and originally 
signed Request for Reimbursement for Neighborhood Stabilization Program form plus, 
appropriate back up material that includes but not limited to the following: 

 
1. A detailed rehab work write-up and cost estimate, material specifications 
and cost estimate. Rehab estimates will include a ten percent (10%) contingency 
line item. 
 
2. A development description and Project Budget in the spreadsheet form 
provided in Appendix 2.  
 
3. A preliminary appraisal indicating the current property value.  
 
4. A complete copy of the draft Purchase Agreement with the NSP-required 
conditional purchase agreement addendum.  See Appendix 3 for the approved 
language, which makes the offer conditional upon an approved environmental 
review and the contract price being at least one percent (1%) less than market 
value as indicated by an appraisal to be obtained by Non-Profit. If the agreement 
calls for Non-Profit to pay for taxes or other liens or assessments in arrears, 
those amounts must be added to the contract price for purposes of calculating 
the discount from market value.  
 
5. A copy of the Notice of Voluntary Acquisition that will be transmitted to 
the seller. See Appendix 4 for an example of this form. 
  
6. Evidence that the property is foreclosed, abandoned or vacant.  
 
7. Copy of title insurance policy on the subject property acceptable to 
Grantee. 
 
8. Copy of Comprehensive Liability Insurance Policy in a form acceptable to 
Grantee. 
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9. Copy of Property Insurance Policy in form acceptable to Grantee listing 
the Lake County Board of County Commissioners as a certificate holder or 
coinsured. 

 

After documentation is reviewed and approved, Grantee will arrange for a closing and 

a funding disbursement.  

 
D. Purchase Offers  
Non-Profit will manage purchase offers as follows: 
 

1. Obtain written approval via email or hard copy from Grantee before 
presenting the offer. See Appendix 3 for the approval form. 

 
2. Transmit signed Notice of Voluntary Acquisition to seller. 

 
3. Execute and transmit purchase agreement to seller with the required 
addendum. Include with the transmittal a Seller Certification Form to be 
executed by the seller. See Appendix 5.  If the seller will not execute the 
certification form, assure that other due diligence is completed in accordance 
with Section IV(c)(4) to determine that the property does not have a bona fide 
tenant. 

 

E. Environmental Review 
Grantee is responsible, at its own expense, for completing Tier 1/Phase 1 environmental 
assessments of the selected property.  Non-Profit will complete a Tier 2/Phase 2, site-
specific environmental review, using the form contained in Appendix 6, and following 
these steps: 
 

1. Complete the Grantee’s Environmental Review (ER) form.   
 

2. Submit the completed ER form to Grantee. 
 

3. When Grantee has given written approval or denial of the ER, inform the 
seller. If the ER is denied, abandon the transaction.   Approval must be obtained 
before closing the purchase of the property.  

 
 
F. Appraisals  
For any foreclosed property being acquired by Non-Profit pursuant to an NSP 
Agreement, obtain a fully compliant Uniform Residential Appraisal of fair market value 
of the property in its current condition in order to determine if the contract price is at 
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least one percent (1%) lower than the appraised amount. If the appraisal was completed 
prior to making the offer, it may not be more than sixty (60) days old at the time that 
the purchase agreement is executed. This appraisal is in addition to any preliminary 
appraisal completed during the initial property investigation, unless a full appraisal was 
performed at that time and the full appraisal is not more than sixty (60) days old at the 
time that the purchase agreement is executed.  

 
 

G. Closings 
The following procedures will be followed for closings on properties acquired by Non-
Profit:  

1. Obtain a title policy binder for the property. 
 

2.  Complete legal review and approval of the closing documents.  
 

3. Prepare an Acquisition Draw Request for Grantee (see Appendix 7) and 
transmit to Grantee along with an electronic copy of the property appraisal.     

 
4. Execute and record an initial Declaration of Covenant in favor of Lake 
County for the amount equal to the acquisition cost and soft cost described in 
the Project Budget or other amount approved by Grantee.  

 
When the closing is completed, assure that grantee receives copies of the deed and 
recorded lien. If Grantee has agreed in advance to a purchase, subject to Non-Profit’s 
payment for liens or other encumbrances, copies of all documents justifying those 
payments must be transmitted as well.    

 
 

V. Relocation of Occupants and Tenant Protections 
Federal Uniform Relocation Act (URA) requirements must be followed in the event that Non-
Profit acquires an occupied property—either inadvertently or with the advance permission of 
Grantee. In such events, Non-Profit will be required to conduct a survey of occupant(s), create a 
relocation plan, provide a relocation notice and—if the occupant is qualified—give financial 
assistance in accordance with URA and HUD rules. In addition, Non-Profit must observe all 
requirements of federal laws protecting tenants who reside in properties foreclosed on or after 
Feb. 17, 2009, including without exception allowing a bona fide tenant to remain in residence 
for the term of the lease or ninety (90) days, whichever is longer.   
 

 
VI. Rehabilitation, New Construction and Reconstruction 

 
A. General Responsibilities 
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 Respective responsibilities of Non-Profit and Grantee are as follows: 
 

1. Non-Profit shall be responsible for preparing plans and specifications (or 
work write-ups) that conform to program rehab/construction standards, 
estimating rehab/construction costs, managing contract awards, and managing 
the construction process. Non-Profit assumes all risks of cost overruns in excess 
of the construction and contingency budget line item in the previously approved 
Project Budget, unless Grantee preapproves in writing a revised Project Budget 
prior to work being initiated.  
 
2. Grantee is responsible for approval of project, providing and interpreting 
Rehab/Construction Standards; approving plans, specifications and estimates for 
projects; monitoring the work; and approving draw requests. 

 
B. Plans and Specifications  
Non-Profit is responsible for completing plans and specifications (or work write-ups) 
which conform to Grantee’s Rehab/Construction Standards and which are in a form 
approved by Grantee.  See Appendix 8. Plans/specifications and work write-ups will 
include the following:   

 
1. General requirements for which the builder is responsible (permits, fees, 
mobilization, site utilities, site security, builder’s risk insurance, homebuyer 
warranty, etc.); 
 
2. Site plans, if new structures, fencing, landscaping or other site 
improvements are being provided; 
 
3. Working drawings and materials specifications, for any new construction 
or substantial rehabilitation; 
 
4. Rehab work write-ups that show quantity, size, and materials 
specification for each work write-up item to enable Non-Profit to create accurate 
cost estimates. 
 
5. For structures built before 1978, the plans and specifications must 
address remediation of any lead paint or other environmental hazards. All 
housing units in a project assisted with NSP/CDBG funds must comply with the 
regulations found at 24 CFR Part 35. 
 
The lead-based paint regulations consolidate all lead-based paint requirements 
for HUD-assisted housing. The purpose of the regulation is to identify and 
address lead-based paint hazards before children are exposed to lead. The 
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regulation is divided into subparts, of which the following apply to the 
NSP/CDBG program: 
 

Subpart A: Disclosure; 
 
Subpart B: General Requirements and Definitions; 
 
Subpart J: Rehabilitation; 
 
Subpart K: Acquisition, Leasing, Support Services, and Operations; and 
 
Subpart R: Methods and Standards for Lead-Based Paint Hazard 
Evaluation and Reduction 

 
A Lead Hazard Information Pamphlet--All Occupants, owners, and purchasers 
must receive the EPA/HUD/Consumer Product Safety Commission (CPSC) lead 
hazard information pamphlet, or an EPA-approved equivalent.  (Appendix 9) 
 
Pamphlets should be provided to all households at time of application.  
 
It is mandated that non-profits use the approved acknowledgement form 
(Appendix 9) and have all households sign to document they received and 
understood the pamphlet. A copy of this acknowledgment form should then be 
placed in the file. 
 

C. Cost Estimates 
Non-Profit is responsible for producing cost estimates including builder overhead and 
profit in a form approved by Grantee, as follows: 

 
1. Rehab cost estimates will be completed in a line-item, work write-up 
format with one work item per line unless an alternative form of estimate is 
approved in writing by Grantee; 
 
2. Cost estimates for construction of new structures and substantial 
rehabilitation will be based on construction estimates taken from the working 
drawings of the quantities of materials and labor required or compilations of 
costs for similar and recently-built or renovated structures;  
 
3. Site improvement cost estimates will be completed for each 
improvement and based on construction estimates of quantities of materials and 
labor required;     
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4. Construction work must be competitively bid even if the Non-Profit acts 
in the capacity as a general contractor. The cost estimate will be used to 
determine the cost reasonableness of bids; 
 
 

D. Bid Packages 
Non-Profit will prepare bid packages with the following components for all work being 
performed by third-party firms:  

 
1. A request for proposals narrative that includes a general description of 
the processes for bidding, awards, construction monitoring, lien waivers, and 
construction draws. The narrative will state that retainage equal to ten percent 
(10%) of the contract amount will be held back until the punch list is completed. 
The narrative will include the method of submitting proposals, a due date, and 
criteria for selection;  
 
2. Plans and specifications (or work write-up) including general 
requirements, site plans, materials specifications; 
 
3. A form for describing the bidder’s experience and licenses; 
 
4. Evidence of required insurance;   
 
5.  A price proposal form; 
 
6. Requirements for complying with Section 3 of the Housing and Urban 
Development Act of 1968, minority and women’s business enterprise provisions, 
lead hazard abatement and other requirements related to federal funding. 
 

 
E.  Bid Solicitation 
Bid packages must be sent to at least five (5) qualified contractors, and bids must be 
received from at least three (3) such contractors.  If at three (3) bids are not received 
from qualified contractors, the Non-profit will be required to rebid or seek approval 
from the Grantee to select one (1) of the received bids. The Non-profit shall prove due 
diligence in soliciting bids. Due diligence will be determined by several factors included 
but not limited to number of times the bids were solicited, the method the bid was 
sought, the number of bids received from each bid solicitation, the specificity of the 
work, and available contractors to provide those services 

 

F. Contract Awards and Contracts 
Contracts will be awarded by Non-Profit based on the selection criteria. Copies of all 
proposals received and the executed contract will be submitted to Grantee 
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electronically prior to the first draw. Construction contracts will be in the form provided 
in Appendix 10.  
 

 

G. Construction Monitoring Inspections 
The Grantee’s and Non-Profit’s roles and responsibilities are as follows: 
 

1. Non-Profit is responsible for monitoring the quality, completeness and 
conformity to specifications of all work performed by third party contractors, 
and--if Non-Profit is also the general contractor--all work performed by Non-
Profit’s personnel or subcontractors; 
 
2. Grantee may assign a representative or representatives to accompany Non-
Profit’s representative in all construction meetings, construction draw 
inspections, and the punch list inspection. Grantee may approve draw requests 
or deny all or a portion of a draw request for cause. 
 

H. Construction Draws 
Intermediate construction draw requests shall not be permitted.  Grantee shall only 
remit payment upon receipt of a Final Draw Request with all required supporting 
documentation as indicated below. 

 

I. Change Orders  

Non-Profit may approve change orders for third party participants up to a combined 
amount equal to the rehab/construction contingency budget line item.  Non-Profit is 
responsible for all construction costs exceeding the contingency budget amount, unless 
Grantee in its sole discretion approves a revised construction budget and Project Budget 
and reviews and approves a change order for additional scope of work and costs in 
excess of the total construction budget. Change orders for Non-profits acting as general 
contractor must be approved by Grantee prior to initiating work.  (Appendix 11) 

 

J. Punch List, Final Inspection and Final Draw 
Non-Profit’s and Grantee’s representatives must jointly approve the punch list during or 
immediately after the punch list inspection and approve the clearing of punch list items 
after subsequent inspection(s). All punch list items required by Grantee must be 
included. Upon satisfactory completion of the punch list items (Appendix 12), and all 
applicable paperwork, Grantee will issue a notice of final completion to Non-Profit 
(Appendix 13). The final draw for third party participants (Appendix 14) will include the 
payment of any remaining eligible construction costs, construction retainage, applicable 
soft costs and the portion of the Non-Profit’s fee payable upon completion of 
construction.  
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VII. Funding of Construction Work and Soft Costs  
NPS funds are available for funding the construction work and soft costs that are indicated in 
the Project Budget, up to the NSP funding amounts stated in the Project Budget. Non-Profit is 
responsible for obtaining other funding indicated in the Project Budget and any additional 
funding required in the event that costs exceed the total amount of the Project Budget. Non-
Profit will follow these procedures with draws of NSP funds: 

 
A. Fees and Interest Payments 
Fees and interest payments for lines of credit and construction loans are not eligible 
costs for reimbursement by Grantee with NSP funds and will not be counted toward the 
total cost basis of the redevelopment of the property. Grantee’s intent is to pay for 
these costs indirectly through payment of the Non-Profit fee. 

 
B. Construction Costs 
Construction costs will be funded by Grantee as follows: 
 

1. If all construction work is carried out by a general contractor or multiple 
contractors, contractor(s) will prepare a draw request or invoice which indicates a ten 
percent (10%) retainage.  The aggregate retainage amount for a contractor will be 
included in contractor’s final draw request or invoice, which will be presented to 
Grantee after final completion of the project;   
 

2.  Requests for NSP funding of soft costs must be accompanied by invoices 
or other documents from subcontractors or other third parties indicating payment of 
eligible rehab/construction and soft costs as indicated by the line items in the Project 
Budget. 
 

3.  Non-Profit fees will be paid in two (2) installments as indicated in the NSP 
Agreement—upon acquisition and final installment at completion of all rehabilitated 
units collectively. Non-Profit will submit an invoice to Grantee for the fees due upon 
acquisition and a final invoice to include all approved construction/rehab cost and all 
approved soft cost for this project.  
 

 

VIII. NSP Single Family and Multifamily Rental 
 

A. Continued Affordability Requirement 
The NSP Program requires that NSP-assisted housing have “continued affordability” for 
a specified period of years, and permits a Grantee to adopt the HOME standard for 
affordability, except that housing may be occupied by households with incomes up to 
120% of MFI. Grantee has adopted the HOME standards in its NSP Action Plan. The 
continued affordability period for rental housing is enforced through resale 
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requirements which are the same as the HOME program. Non-Profits are encouraged to 
read and understand the HOME Regulations, specifically 24 CFR §92.254, which apply to 
the Grantee’s NSP program. 
 
 

B. Overview 
Resale and Recapture are two methods to ensure that NSP-assisted housing remains 
affordable for the continued affordability period, which is determined by the amount of 
the NSP funds invested in the property. See the table below. 

 
 

NSP Investment Per-unit Minimum Continued Affordability 
Period 

Less than $15,000 5 years 
 

$15,000 to $40,000 10 years 
 

Over $40,000 15 years 
 

 

C. How to Determine the per-unit NSP Investment 
 

The per unit investment of NSP funds is dependent on the amount of NSP funds 
invested in the project relative to other funding sources, and the number of units that 
are reserved for occupancy by NSP income-eligible tenants paying NSP-qualified rents. 
 
1. If a structure contains one housing unit, the NSP investment is the amount of NSP 

funds. 
 
2. If a structure contains two housing units; at least one of the units must be occupied 

by and restricted for occupancy by an NSP income-eligible tenant paying NSP-
qualified rent, in which case the per-unit investment of NSP funds is the total NSP 
investment in the property. If both units are occupied and restricted for NSP 
income-eligible tenants paying NSP-qualified rents, the per-unit investment is the 
average of NSP investment over the two (2) units. 

 
3. If a structure contains three (3) or more housing units, the proportion of units 

occupied by low, moderate and middle income households must be equal to or 
greater than the proportion of the total project development costs borne by NSP 
funds. Thus, if NSP funds represent fifty percent (50%) of the total development 
costs for a project, then at least fifty (50%) of the units must be occupied by low, 
moderate or middle income persons upon completion and occupancy. If NSP funds 
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are the sole funding source for a project, then all units must be occupied by low, 
moderate and middle income persons. 

 

 
 

D. Enforcement Mechanisms 
 

The mechanisms to enforce continued affordability for rental housing are promissory 
notes, grant agreements, and documents recorded against the property, such as 
declarations of covenants and mortgages. Non-Profits are encouraged to read and 
understand the HOME Regulations, specifically 24 CFR §92.252 (a), (c), (e), and (f), which 
apply to the Grantee’s NSP program for rental housing. 

 
Please reference Appendix 15 for a sample Restrictive Covenant Agreement that’s been 
used by the Grantee to enforce continued affordability. The covenants reciting the 
continued affordability requirements must be filed against the property to ensure that 
the requirements remain in place for the period of continued affordability if the 
mortgage is satisfied.  

 
 

IX. Marketing and Sales of NSP Homes 
 

A. Responsibility for Marketing and Sales 

 Non-Profit is fully responsible for marketing NSP homes and selling them to qualified 
buyers. If an NSP home does not sell in a timely manner and this results in cost overruns 
that cannot be paid out of contingency funds, the Non-Profit will be responsible for 
paying the additional costs unless, at the sole discretion of Grantee, the Project Budget 
is revised to provide additional NSP funding.   

 
B. Marketing Plan and Budget 
Prior to marketing the first completed home, Non-Profit must obtain written approval 
from Grantee for a program marketing plan and budget. The marketing plan will include 
the following elements:    
 

1. Methods of affirmative outreach to residents of target areas; 
  
2. Other means of advertising homes for sale, including such means as 
Multiple Listing Service, advertising, flyers, etc.; printed materials and 
advertisements must include equal opportunity language;   
 
3. Approved language for use in flyers, advertising and listings regarding 
income qualifications of buyers and NSP financing being offered to buyers; 
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4. Method and timing of prequalifying prospective buyers, in terms of NSP 
income eligibility and eligibility for mortgage financing;  
 
5. Policy for managing a waiting list of potential buyers; 
 
6. Sample form of rental application 
 

 
C. Confidentiality of Client Data  

Non-Profit will observe all Privacy Act requirements and keep client data in locked file 
cabinets or password-protected electronic files.  
 

D.   Income Eligibility Requirements 

 In accordance with section 2301(f)(3)(A) of the Housing and Economic Recovery Act of 
2008 (HERA), Public Law 110-329, the Non-Profit will use all NSP funds to assist 
individuals and families whose incomes do not exceed 120% of area family median 
income. The Grantee is responsible for ensuring that twenty-five percent (25%) of the 
total grant is used for the purchase and redevelopment of abandoned or foreclosed 
homes or residential properties to house individuals and families whose incomes do not 
exceed fifty percent (50%) of area family median income, as required by HERA.  The 
Non-Profit will use NSP funding for individuals and families at or below fifty percent 
(50%) of area family median income if required elsewhere in the Agreement.   

 

 
X. Home Maintenance and Education   
 

A. Referral to Counseling and Education Program 

Upon notification of initial approval of an application for assistance, renters will be 
referred to a Grantee-approved and HUD-approved program that offers at least eight (8) 
hours of home maintenance and education. If renters have already completed such a 
program, Non-Profit must determine if the program meets Grantee and NSP 
requirements and must verify completion by obtaining and filing a certificate of 
completion. If the home maintenance and education does not meet requirements, 
renters will have to complete training delivered by a HUD-approved counselor.  

 
B. Certificate of Completion of Home Maintenance Classes 
Upon successful completion of a home maintenance and education program, renters 
will receive a certificate of completion. All renters will be required to complete this 
course prior to moving into the rental unit or at minimum within sixty (60) days 
thereafter. A copy of each renter’s certificate will be filed in the Non-Profit’s records.   
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XI. Waiting List    

 
A. Requirements for Waiting Lists 
Non-Profit must establish and maintain a waiting list of all prospective renters who are 
approved for assistance.  Grantee may waive this requirement at its sole discretion if 
Non-Profit demonstrates conclusively that a waiting list serves no purpose, because the 
number of units available for rent exceeds the number of qualified applicants.    

 
B. Waiting List Procedures 
Non-Profits shall follow these procedures. 
 

1. Priority for selecting a unit will be determined by the date that a client’s 
application for assistance was approved (that is, the client with the earlier date 
of approval shall have priority for selection). 
 
2. As a unit becomes available for rent, the unit(s) will be offered first to the 
client with the highest priority, and if not selected, then to the client with the 
second highest priority, etc.  
 

 

XII. Long-Term Affordability Requirements    
 

A. Establishing Resale Controls—Rental Properties Only 
At least seven (7) working days before closing, Non-Profit will prepare and forward to 
Grantee any restrictive covenants to be inserted or referenced in the deed that establish 
restrictions on the deed restriction on the resale of NSP assisted properties in order to 
maintain long-term affordability. Grantee is allowed three working (3) days to review 
the document and transmit it to the attorney preparing the deed. Non-Profit will use the 
form of restrictive covenant approved by Grantee. Grantee will review and approve the 
language, formulas and numbers inserted in the form.  

 
B. Closing Responsibilities 
In addition to having the responsibilities described above, Non-Profit will retain a closing 
agent and an attorney, if desired, for Non-Profit’s own legal review of closing 
documents. Non-Profit’s attorney or designated person will have the final responsibility 



22 
 

2012/Procurement/NSP/Leesburg/Program Manual 6-25-12 

for review of closing documents on behalf of Non-Profit, while ensuring compliance with 
Grantee’s requirements.       
  

 
 
 
XIII. Management of Excess Revenues, Liens and Resale Controls 
 

A. Net Proceeds of Sale 
All program income shall be utilized for the management and the operation of NSP 
rental units for families at or below fifty percent (50%) MFI. 

 
B. Management of Resale Controls 

Grantee will be solely responsible for enforcing the provisions of restrictive covenants 
regarding to resale controls for the purpose of maintaining long-term affordability, to 
the extent that these covenants are imposed on buyers.   

 
XIV. Reporting and Recordkeeping Requirements – All records 

 

A. RECORDKEEPING – OVERVIEW 
Non-Profits receiving NSP funds are required to maintain files necessary to demonstrate 
compliance with Title I of the Housing and Community Development Act of 1974, as 
amended and any other policies or regulations required by HUD or Lake County. These 
files must be available at the Non-Profit’s office for review by the public as well as 
appropriate Federal, State, or local authorities. It is imperative that these records be 
maintained in an organized manner to allow monitoring of compliance with applicable 
federal, state, and local guidelines. Failure to maintain adequate recordkeeping could 
result in identified findings of non-compliance by monitoring agencies. 
 

B. RECORD RETENTION 
All records and project related materials must be secured and retained for five (5) years 
after final close-out of the grant has been approved.  
 

C. PROGRAM FILES 
It is essential to get organized in the beginning and establish a set of program, project 
and/or activity files, which will be used throughout the life of the grant. Required 
Program files and their required contents for the administration of the NSP funds are 
discussed in each Chapter specific to the information required and provided in detail as 
well in Chapter 10, which provides guidance for monitoring, auditing and retention of 
records. 
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D. Monitoring of Program 
Part of the Non-Profit’s Agreement to carry out an eligible activity using NSP funds is to 
submit to the Grantee a progress report on a monthly basis. HUD's Performance 
Measurement regulation places responsibilities on the shoulders of its Grantees for 
tracking and reporting key performance indicators to HUD every quarter for the NSP 
program. The information the Grantee requires from its Non-Profits to collect, 
document and report is critical for the Grantee to make sure that it's program 
management is in compliance with HUD regulations.  
 
The purpose of monitoring is to ensure that the Non-Profits understand the regulations, 
procedures and responsibilities when they carry out the approved HUD funded 
activities. Normally, the Non-Profits will receive a formal notification from the Grantee 
regarding an upcoming monitoring visit and the Non-Profits are required to cooperate 
with the Grantee’s monitoring staff in completing the monitoring in compliance with 
HUD regulations. On-Site monitoring of this program will be completed by designated 
Grantee personnel at least once annually. 
 
The Grantee will monitor the performance of the Non-Profit based on goals and 
performance standards as stated above along with all other applicable federal, state and 
local laws, regulations, and policies governing the funds provided under this contract. 
Substandard performance as determined by the Grantee will constitute noncompliance 
with this Agreement. If corrective action is not taken by the Non-Profit within a 
reasonable period of time after being notified by the Grantee, contract suspension or 
termination procedures will be initiated. Non-Profit agrees to provide HUD, the HUD 
Office of Inspector General, the General Accounting Office, the Grantee, or the 
Grantee’s internal auditor(s) access to all records related to performance of activities in 
this agreement. 
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APPENDIX 1-A 
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APPENDIX 2:  PROJECT BUDGET 
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APPENDIX 4: NOTICE OF VOLUNTARY ACQUISITION 
 

- VOLUNTARY ACQUISITION –  

- Informational Notice - 

(Agencies Without Eminent Domain Authority)  

 

Grantee or Agency Letterhead 

Date 

  

Dear ______________________________________: 

  

(Name of Agency/Person) ________________________, is interested in acquiring property you 

own at (address) ___________________________ for a proposed project which may receive 

funding assistance from the U.S. Department of Housing and Urban Development (HUD). 

 

Please be advised that (Name of Agency/Person) ________________________ does not have 

authority to acquire your property by eminent domain.  In the event we cannot reach an amicable 

agreement for the purchase of your property, we will not pursue this proposed acquisition. 

 

We are prepared to offer you $ ___________________ to purchase your property.  We believe 

this amount represents the current market value of your property.  Please contact us at your 

convenience if you are interested in selling your property.   

 

In accordance with the Uniform Relocation Assistance and Real Property Acquisition Policies 

Act (URA), owner-occupants who move as a result of a voluntary acquisition are not eligible for 

relocation assistance.  

 

If you have any questions about this notice or the proposed project, please contact 

(name)__________________________________, (title)_________________________, 

(address)_________________________________, (phone)___________________. 

  

                   

 Sincerely, 

  

  (name and title)__________________________ 

 
NOTES. 

  

1. The case file must indicate the manner in which this notice was delivered (e.g., certified 

mail, return receipt requested) and the date of delivery.  

 

2. Tenant-occupants displaced as a result of a voluntary acquisition may be entitled to URA 

relocation assistance and must be so informed per 49 CFR 24.2(a)(15)(iv) – Initiations of 

negotiations, and 49 CFR 24 Appendix A - 24.2(a)(15)(iv).  

 
3. This is a guide form.  It should be revised to reflect the circumstances. 
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APPENDIX 5: SELLER CERTIFICATION 

 
 

 
 
 

SELLER’S OCCUPANCY CERTIFICATION UNDER 
THE PROTECTING TENANTS AT FORECLOSURE ACT 

(On your letterhead) 
(To be completed and signed by the seller of the property) 

__________________________________________________________________________ 
Address of Property (“Property”) 
__________________________________________, _____________________________ 
City/State     Zip  
The undersigned, Seller of the Property certifies to ___________________________ (“Buyer”) that: 
 

1. Seller has complied and intends to continue to comply with the provisions of the 

Protecting Tenants at Foreclosure Act, Title V11 of the Helping Families Save Their 

Homes Act of 2009 (“PTFA”) and Title X11 of the American Recovery and 

Reinvestment Act of 2009 (“ARRA”) in connection with the Property, including any 

requirements of the giving of notice to vacate (“Notice”) as required pursuant to 

PTFA and ARRA to any bona fide tenant of the Property if any such tenant was in 

possession of the Property prior to the foreclosing lender’s notice of foreclosure; 

and 

2. At the time of the acquisition of the Property by the buyer/grantee, all currently 

vacant units at the Property will be delivered vacant, unoccupied and without any 

party in possession or with a right to possession to the Property. 

Further, if any units at the Property are not occupied at this time, the Seller also certifies 
and agrees that it has not now and will not after the date hereof allow any person, including 
the former owner, to occupy any such units at the Property under a lease or any other 
agreement for possession of the Property either oral or written. 
 
 
Signature of Seller 
________________________________________ Date:  ____________________________ 
By: _____________________________________ 
It’s:  ____________________________________ 
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APPENDIX 6:  
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APPENDIX 9: LEAD PAINT BROCHURE 
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APPENDIX 11 

LAKE COUNTY HOUSING SERVICES 
CHANGE ORDER REQUEST 

 
Non Profit: ___________________________ 
Project Address: ___________________________ 
Contract Dated:  ___________________________ Change Order #:_______ 
Contractor:        ___________________________  
 

ITEM 
NUMBER 

DESCRIPTION OF CHANGE COST CHANGE 

1. 
 

  

2. 
 

  

3. 
 

  

4. 
 

  

5. 
 

  

6. 
 

  

 
 

  

 
 

TOTAL COST CHANGE  

 
The Contract will be increased/decreased to: $ ___________________. 
 
The Contract time is (    ) extended (    ) not extended ________ Calendar days. 
 
New Completion date: ____________________. 
 
This amendment is made a part of the Contract, and the parties have hereto set their 
signatures: 
_____________________________   ______________________________ 
Non Profit   (date)    Contractor      (date) 
 
_____________________________   ______________________________ 
Housing Services Director (date)    Community Development Spec. (date) 
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This Change Order hereby becomes an integral part of the Contract, pursuant to the 
Construction Contract.  The contract amount is hereby amended by $_____________________.   
The contract will be increased/decreased to: $________________.   The contract time is    (     ) 
extended   (     ) not extended calendar days.    
 
The New completion date _________________ 

 
 
 
___________________________________  _______________________________ 
Non-Profit    (date)  Contractor   (date) 
 
 
 
 
 
               _                                                                                    
Housing Rehab. Inspector  (date)  Housing Services Division Manager (date) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



75 
 

2012/Procurement/NSP/Leesburg/Program Manual 6-25-12 

 
 
 

APPENDIX 12 

LAKE COUNTY NSP 
FINAL INSPECTION PUNCH LIST 

 
 
 
 
OWNER(S):            
 
ADDRESS:             
          
       
 

Upon final inspection of property located at      _____ 
    on this   day of    , 20 , I/We do hereby 
require the following items to be completed and or corrected within   days of the 
inspection:   
 
   1.            

   2.            
   3.            
   4.            
   5.            
   6.            
 
                            
As of this day of     , 20 , all items have been completed and or 
corrected to the satisfaction of the Homeowner.  
 
 

Non-Profit         DATE       

 

 

Lake County Housing Staff       DATE    

 
 

 

Contractor        DATE    
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APPENDIX 13 
LAKE COUNTY 

NSP PURCHASE ASSISTANCE & HOUSING REHABILITATION PROGRAM 
CERTIFICATE OF FINAL COMPLETION 

 
 
Address of Rehabilitated Property:  ____________________________________________ 
 
Contractor:  _______________________________________________________________ 
 
Owner:  __________________________________________________________________ 
 
Date of Completion of Work and Final Inspection:  _______________________________ 
 
_________________________________________________________________________ 
 
Date of Contract:  _______________________________________________________ 
 
We have conducted a final inspection of the above reference property.  To the best of our 
knowledge, the rehabilitation work performed on the property is complete and in compliance 
with the terms of the Contract for Rehabilitation Work.  The dwelling now meets all applicable 
codes and ordinances relating to the property. 
 
 
Signed:  ____________________________________ Date: __________________ 
    Housing Rehabilitation Inspector 
 
Signed:  ____________________________________ Date:  _________________ 
    Non-Profit 
 
Signed:  ____________________________________  Date:  _________________ 
    Building Inspector or Housing Representative 
 
 
This document must be presented with the following Lake County Building Department 
documents: 
1.  Building permit 
2. Inspection cards and reports 
3. Certificate of Occupancy or Completion 
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APPENDIX 14 
LAKE COUNTY HOUSING SERVICES 

REQUEST FOR FINAL PAYMENT AND INSPECTION 
 

I,______________________, certify that the following repairs 
 Name of Contractor 

Have been completed for: 
 
   
Address:    ____________________________ 
  
    ____________________________   
 
Amount:   ____________________________ 
 
The following work was satisfactorily completed: 
 
1. 
2. 
3. 
4. 
5. 
 
 
The undersigned hereby certifies that the Contractor has fully completed scope of work as 
outlined in the proposal dated __________________ between the Non Profit and the 
Contractor. 
 
 
_______________________________  _________________________ 
Non Profit Signature     Date 
 
_______________________________  _________________________ 
Contractor’s Signature    Date 
 
_______________________________  _________________________ 
Community Development Specialist   Date 
 
_______________________________  _________________________ 
Housing Services Director    Date 
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APPENDIX 15 
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APPENDIX 15: NSP RENTAL APPLICATION  
 

 


